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INTRODUCTION

Purpose

This documentation describe,s Version 2.0 of the Food and Nutrition Service's Food
Stamp Program Operations Study (FSPOS) Data _ System. Developed by
Mathematica Policy Research, the system is designed to allow FNS staff possessing a
minimum of computer exper_e to readily access data collected during the Program
OperationsStudy.

Users are urged to review the documentation inits entirety (including the
Appendices) prior to attempting to use the software program.q. Those individuals not
fAm_iar with the content and smmure of the FSPOS data are advised to refer to the
following publications:

FOOD STAMP PROGRAM OPERATIONS STUDY - Report on the Census of
State Operations: Automated Certifications Systems

FOOD STAMP PROGRAM OPERATIONS STUDY - Report on the Census of
State Operations: Claims Collection

FOOD STAMP PROGRAM OPERATIONS STUDY - Report on the Census of
State Operations: Computer Matching

FOOD STAMP PROGRAM OPERATIONS STUDY - Report on the Census of
State Operations: Monthly Rermrtin2

FOOD STAMP PROGRAM OPERATIONS STUDY - Report on the Census of
State Operations: Quality Control

The System Administrator

A large and complex set of software programs and data files like the FSPOS Data
Access System requires that an individual be designated as the "keeper" of the software
and data. This individual, the System Administrator, has the respons_ility for ensuring
that users have access to the latest versions of the software. The System Administrator
also is respons_le for making copies of data files to safeguard against poss_le hardware
failures. The System Administrator, by virtue of their famili_ with the software and
data, should also be viewed as the first resource to contact with questions not addressed
in this manual.

Please contact FiNS for the name of the current System Administrator.



Organization of the Documentation

The documentation begins with a description of the steps required to install the
software on your microcomputer. You may disregard the installation section if the
software has already been placed on your microcomputer.

The next section presents an overview of the FSPOS Data Access System. The
structure of the system, notational conventions in this manual, and the format of the
display screens are desen'be_

Instructions for starting the software program are presented next.

The remaining sections are organized by function and provide detailed instructions
on the use of the program:

The Main Menu - describes the options available upon entering the FSPOS
Data Acogss System

The Data Display Module - provides instructions for displaying data
elements or variables on the screen

The Data Update Module - desen'be$ how to change or update individual
data elements in the system. Please note that for data integrity
reasons, this module may not be available to all users of the software.
Consult your System Administrator if you have additional questions.

The Standard Report Module - provides instructions for obtaining frequently
requested printed reports

The Ad Hoc Reporting Module - describes the steps required to select data
elements for use with Relational Report Writer, a separate,
commercially-available software package designed to simplify the
creation of customized reports

The Maintenance Module - provides instructions for making backup copies
of the data files, retrieving copies of the data files, and monitoring
updates to individual data elements. Please note that for data
integrity reasons, this module may not be available to all users of the
software. Consult your System Administrator if you have additional
questions.

The final section descn'bes what to do in the event that you make an error or if
the system produces an error message.
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Appendices

Appendix A is the Data Dictionary, which contains a complete list of data elements
in the FSPOS Data Access System. The system will requffe that you frequently refer
to this list in order to provide the name or identification number of the desired data
element.

Appendix B provides identifying information for specific systems in multi-system
states. The names and display order, by state, are provided for each system.

Appendix C provides instructions on the use of Friendly Finder, a keyword search
program which simplifies the use of the Data Dictionary.

Appendix D presents a discussion of the use of the Relational Report Writer
software package.

Hardware and Software Requirements

Operation of this software assumes that it will be used on a microcomputer with
the following characteristics:

1) MS DOS 2.0 or later
2) 640K memory
3) Hard disk
4) Either a monochrome or color monitor
5) dbase HI Plus software

PI.RASE NOTE: The program may not operate in a satisfactory
manner on some systems with composite B&W monitors.

Acknowledgments

The FSPOS Data Access System software was developed by Richard Lieberman
and David Edson. The dbase data files were prepared by Esther Miller and Linda
Wray. The Keyword Descriptors were created by lJnda Wray. This documentation
was written by David Edson with the assistance of Linda Wray and Esther Miller.



INS'rAT.TJNG THE SOFTWARE

The software for the program and data files (not including dbase HI) reside in
over 100 separate DOS files which require approximately 700KB of storage. The
programs and data files must be copied onto a hard disk prior to use and are provided
in the following formats:

1) 5 and 1/4 inch, 360KB diskette

2) 3 and 1/2 inch, 720K diskette

The programs and data files are supplied as a set of five diskettes. The diskettes
are labeled:

FSPOS Program Disk
FSPOS Data Disk
FSPOS RR#1
FSPOS RR#2

FSPOS Friendly Finder

Installation of the software requires you to do the following:

1) Set PATH

The PATH command is a DOS command which causes specified subdirectories to
be searched for commands or files that are not found in the user's current directory.
Since the Access System software requires the use of dbase filea, the path must be set
for the subdirectory containing dbase In. You may check the list of directories
currently contained in the path by typing:

PATH

If the subdirectory containing dbase In is not listed, you may set the path by typing:
PATH _ub

where _sub is the name of the subdirectory containing dbase ITT.

2) Set the Default Drive
The installation software will automatically create the subdirectories the FSPOS

Data Access System requires. However, before actually installing the software, you
must decide which drive you wish to inatall the software on and make that drive the
default drive. For instance, if you wish to place the FSPOS software and data on the

C: hard disk, type "C:" at the DOS prompt.

3) Install the Software on the Hard Disk
The software diskettes contain batch files which simplify installation of the software

and data on the user's hard disk. Bcfore starting, make sure that your DOS prompt
shows that you at the desired default drive.
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3.1) Install the FSPOS Programs (Required)
Start the installation process by inserting thc disk labeled "FSPOS Program Disk"
into the .4: drive. Type:

A:INSTAI J. <Return>

Several messages will appear on the screen as the installation is taking place. The
system will produce a beep and present another message when the installation of
the programs has been completed.

3.2) ln._tall the FSPOS Data (Required)
After the programs have been installed, insert the _-'SPOS Data" disk in the A:
drive and type:

A:INSTAI.L <Return>

3.3) Install Relational Report Writer (Optional)
You must install Relational Report Writer (RR) if you wish to use RR to produce
ad hoc reports. Both RR diskettes must be installed. Start the installation by
placing the disk labeled "FSPOS RR#1" in the A: drive and type:

A:INSTALL <Return>

After the first RR disk ia installed, place the disk labeled "RR#2 _ in drive A: and
type:

A:INSTA! J, <Return>

3.4) Installing Friendly F'mder (Optional)
If you wish to use the Friendly Finder software package in either standalone or
memory-resident mode, place the disk labeled "FSPOS Friendly Finder" in the A:
drive and type:

A:INSTALL < Return >



AN OVERVIEW OF THE FSPOS DATA ACCESS SYSTEM

Structure of the Access System

The Food and Nutrition Service's Food Stamp Program Operations Data Access
System is a menu-oriented software package designed to allow convenient access to
Program Operations data for FNS staff who possess a minimum of computer expertise.
The software is written in the dbase m programming language. Data is stored in
dbase m format.

The software system is comprised of several major components:

1) Data Display Module - This module allows you to
select and display information stored in the Access
System database.

2) Update Module - This module allows you to modify
information stored in the Access System database.

3) Standard Repons - This module provides a
convenient mechanism for obtaining frequently
requested printed reports.

4) Ad Hoc Reports This module provides an
mecbani_m for obtaining cnstom_?_xtreports without
having to write dbase programs.

5) Maintenance - This module simplifies maintenance
of the Access System data base by providing you
with several utility programs. The programs provide
for file backup and reconstruction of data files
destroyed by equipment failures or user error.

Each of the modules and their functions are accessed through a series of menus.
The relationships of these menus to each other are summarized in Figure 1.
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'7



Notational Conventions

The following notational conventions are used in this manual:

KEY NAMF_

The names of the keys referred to in this manual are those printed on the IBM
Personal Computer key tops. If you are using a different machine, these keys may
have slightly different names.

REGULAR KEYS

Keys which are to be pressed by the user are surrounded by "<' and ">". For
example, the user would press the "C" key when the computer screen contains the
message:

Press <C> to continue

SPECIAL KEYS

Keys which are unique to computers are surrounded by "[" and _]". For example,
the user would press the key labeled "PgDn' when the computer screen contains the
message:

Press [PgDn] for next screen

Basic Features of Screens

1. Screen Formats

The screens displayed in the system share several common features. At the upper
right corner is the date. The rest of the screen is outlined with a double box, and
carries the rifle, _Food Stamp Program Operations Study Data A_ System." Under
this title is the top separator line. At the lower part of the screen is the bottom
separator line. On most screens, the area under this bottom separator line will
indicate what is expected from the user.

The area between the two separator lines is the main body of the screen. The light
bar menus will appear here. You may use the arrow keys to highlight each of the
poss_le menu choices. A description of the highlighted choice will also appear on the
screen. A selection is made by pressing the return key when your choice is
highlighted, l-U_gh_ is also used to indicate inpu t fields. When you are asked to
enter information, the area you are to type into _ appear in reverse video, as will
the information you enter. The cursor, a short underline, indicatea where the
character you type wall appear. Informational dt_pla_ which you cannot type over,
appear in standard video.
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2. Special Keys

This section describes how several of the special keys on the IBM PC keyboard are
used in the system.

ARROW KEYS

The arrow, or cursor control, keys are located on the numeric keypad on the right
side of the keyboard, These keys are referred to in this manual as the "arrow" keys
and may be used to move the cursor up, down, to the right, or to the left. In general,
the cursor moves in the direction of the arrow, but there arc some differences.

Left Arrow: The cursor will move back one character within an input field, but will
not exit that field after the last character.

Up Arrow: The cursor will move directly to the previous input field.

Right Arrow: The cursor will move forward one character within an input field, and
will move to the next input field after the last character.

Down Arrow: The cursor will move directly to the next input field.

THE RETURN KEY- <Return>

The "Return" or "Enter" key is labeled with a bent arrow and is located in the
same position as the carriage return on a standard electric typewriter keyboard, The
Return key is often called the Enter key, because when you have finished typing a
data item, you press the Return key to enter the data and move to the next input
field, For example, the user would press this key when the computer screen contains
the message:

Press <Return> to continue

Tim SHrifT KEY- [Shift]
The Shift key works just like the shift key on an ordinary typewriter.

Tim CONTROLKE'V-[crRL]
The [Ctrl] key is on the left of the keyboard directly above the [Shift] key, and

works in a manner similar to the [Shift] key. That is, the [Ctrl] key does not work
alone, but when pressed at the same time as another key it changes that key's
meaning.

[Ctrl][W] and [Ctrl][w] are used to exit fxom the data screens. When you are
finished entering or editing data, simply press the [Ctrl] and [WI keys together. The
screens carry reminders of the functions of the important special keys, so it is not
necessary to memorize them all.

9



THE BACKSPACE KEY
The Backspace key is similar to the Left Arrow key, but with one important

difference, located above the Return key, the backspace key moves the cursor one
character to the left, erasing what was there previously.

THEtNSEaTANDDELETEKEYS-gus], [Deli
The Insert and Delete keys, at the bottom right of the keyboard, are used, as their

names suggest, to insert and delete characters. The [Ins] key acts as a toggle switch.
Press the key once to activate insert mode, press again to return to overtype mode.
In insert mode, eodsting text will move to the right as you type new characters, while
in overtype mode the existing characters will be replaced by the new text. Pressing the
[Deli key will cause the character at the cursor to be erased and will move the rest of
the characters to the left to replace it.
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STARTING THE PROGRAM

WARNING - Memory Resident Software

Unpredictable results may occur when using the Food Stamp Program Operations
Study Data Access System with memory resident software such as SideKick(tm) or
Metro(tm). IF YOU EXPERmNCE ANY UNUSUAL PROBLEMS OR ERROR
MF__SAGES, REMOVE ANY MEMORY KESID_ SOFTWARE.

Starting the Pro,ram

Before starting the program, you should make _a_ the default directory by
typing:

cd Xaccexs

To start the program, type:

FNS <return>

The message _rRI.IB -S -M48000" will appear briefly on the screen. This is part
of the bookkeeping or overhead which is required for the program to work.

Next, you will be presented with the familiar dbase llI license screen. After
responding in an appropriate manner (i.e., press the return key), the first screen from
the Access System appears.
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THE MAIN MENU
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THE MA/N MENU

You are initially presented with the Main Menu, shown below. This light bar
menu provides access to the main modules of the Access System and allows you to
leave the Access System for either the dbase dot prompt or for DOS.

VERSION2.0 05130189

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAHOPERATIONS STUDY DATA ACOESS SYSTEM

MAIN MENU

A) DATA DISPLAY MODULE
B) UPDATE MODULE
C) STANDARD REPORTS
D) AD HOC REPORTS
E) SYSTEM MAINTENANCE
F) QUIT TO DBASE III PLUS
G) EXIT TO DISK OPERATING SYSTEM

Display Data Items on Screen

Use <Arrow> keys to highlight your choice.
Use <Return> key to register that choice.
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THE DATA DISPLAY MODUI.F,
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THE DATA DISPLAY _NU

In order to review information contained in the Access System database, you must specify which of

the items or variables are to be displayed and must specify a criteria for display.

The _ System contains routines which allow you to specify combinations of items from the
PSPOS census and survey which are to be displayed. The Access System also contains routines which
allow you to specify the jurisdietiom for which selected items should be displayed. Finally, other

routines provide for the display of the items on the computer screen.

Selection of these routines is obtained through the DATA DISPLAY M'RNU shown below.

VERSION 2.0 05130189

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

DATA DISPLAY MENU

A) SELECT VARIABLES FOR DISPLAY
B) CHOOSE DISPLAY CRITERIA
C) DISPLAY VARIABLES ON SCREEN
D) PRINT MOST RECENT DISPLAY
E) RETURN TO PREVIOUS MENU

Use <Arrow> keys to highlight your choice.
Use <Return> key to register that choice.
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SELECTING DISPLAY ITEMS

You may specif 7 items for display by providing either the variable name or variable number. The
name and number of each variable is contained in the Data Dictionary (Appendix A).

Instructions for entering the name or number are contained in the lower part of the screen shown
below. The number, name, and description of each selected item is displayed in the center portion of
the screen. Up to 10 items may be specified on each screen. When the desired items have been
identified, you may exit by first pressing and holding the [Ctrl] key and simultaneously pressing the
<W> key.

VERSION 2.0 05/30/89

FOODAND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

DATA DISPLAY MODULE

ID MNEMONIC FIELD DESCRIPTION SUBJECT

Enter Variable Name or Variable Number Above
--[Ctrl][W]-Done
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SF.I.I::.CTING DISPLAY cRrrERIA

You must identify the jurisdictions for which the desired items will be displayed. Jurisdictiom are
selected using the DISPLAY CATEGORY MENU shown below.

You may select the desired state or FNS region m be displayed from the menus shown below. You
also have the option of selecting all states for display. If item *C) ALI. STATES Coy FNS Region)"
is selected, values for each state will be displayed grouped by FNS Region.

VERSION 2.0 05/30/89

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

DISPLAY CATEGORY MENU
,,, , ,,

A) STATE NAMES
B) FNS REGIONS
C) ALL STATES (by FNS Region)
D) RETURN TO PREVIOUS MENU

View Data for Up to Nine States

Use <Arrow> keys to highlight your choice.
Use <Return> key to register that choice.

,,_
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STATE SE! ]_CTION ME. NU

You may select any combination of up to nine states for display. States are selected by using the

arrow keys to move the cursor to the desired state and then pressing the <space bar> to toggle the

selection on or off. A cross-hatch symbol _ appear next to each state which has been selected for

display. To remove the cross-hatch symbol, just press the <space bar> again.

Press [Ctrl][W] when the desired states have been selected. You w_l be asked to confirm your choice

before returning to the DATA DISPLAY MENU.

VERSION 2.0 o513o/89

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

STATE SELECT MENU

Northeast MidAtlantic Southeast Mid-West Southwest Mt/Plain Western

CT DE AL IL Al{ CO AK
ME DC EL IN LA IA AZ
MA MD GA MI NM KS CA
NH NJ KY MN OK MO GU
NY PA MS OH TX MT HI
RI VA NC WI NE ID
VT VI SC ND NV

WV SD OR
UT WA
WY

Use <Arrow> keys to highlight your choice.
Use space bar to toggle on/off choices.

--[Ctrl][W]=Exit
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FNS REGION MENU

If you selected option "]3) FNS Regions" from the Display Category Menu, the FNS REGION MENU
will appear. Move the menu bar to select the desired region for display. The states are org, ni?ed by

FNS region. As you move the menu bar, the message line at the bottom of the screen will display the

states which are included in each region (in this example, the Northeast Region).

VERSION 2.0 05130/89

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

FNS REGION MENU

A) Northeast Region
B) Mid-Atlantic Region
C) Southeast Region
D) Mid-West Region
E) Southwest Region
F) Mountain Plains Region
G) Western Region
H) RETURN TO PREVIOUS MENU

CT, ME, MA, NH, NY, RI, VT

Use <Arrow> keys to highlight your choice.
Use <Return> key to register that choice.
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DISPLAYING THE SELECTED ITEMS

Once the data items and display criteria have been selected, the data may be displayed on the screen.
Selecting 'C) DISPLAY VARIABLES ON SCREEN" from the DATA DISPLAY MENU starts the
data retrieval/display process. A message screen, shown below, will keep you informed of the processing

which is taking place as the system gathers the requested data from the FSPOS data base. The variable
and state which are currently being worked on are displayed.

VERSION 2.0 05_30_89

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

Processing variable iii?i::iiiiiiii
for state: ::::

Working...
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DATA DISPLAY SCREEN

After all the requested data are retrieved, the information is displayed on the screen. An example
screen is shown below.

The begin,ing and end of the display data is noted on the screen. In the event that the data requires
more than one screen in order to be displayed, you may %crolP the display up or down using the [_l'],
[4,], [PgUp], or [PgDn] keys. Press lEI to return to the DATA DISPLAY MKNU.

A special Help Menu is also available to assist in deciphering special codes which may be displayed.
Pressing the [Fl] function key will display the help screen, which is also shown below. Press [E] to
return to the Data Display screen.

VERSION2. o o5130189

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

***** Beginning of Display *****

UNIQUE CENSUS INSTRUMENT TYPE NUMBER (ID_NUM)

CT MA RI ME NH VT NY
90100 250100 440100 230100 330100 500100 360101

360102

***** End of Display *****

Use [PgUp], [PgDn],_ , + keys to scroll up and down.
Press [E] to exit.

------[Fl] Help
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VERSION 2.0 05130189

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

MAIN HELP HENU

A) MISSING CODES
B) MULTIPLE RESPONSES
C) CONSTRUCTED VARIABLES
D) RETURN TO PREVIOUS MENU

Definitions of Missing Codes

Use <Arrow> keys to highlight your choice.
Use <Return> key to register that choice.
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PRINT MOST RECENT DISPLAY

You may also obtain a printed copy of the most recently displayed data. When "D) PRINT MOST
RECENT DISPLAY' is selected from the DATA DISPLAY MENU, the system will instruct you to
prepare your printer for printing (see below). When ready, press [PI to begin printing. If for some
mason you are unable to prepare your printer, you may return to the DATA DISPLAY MENU by
selecting [El.

VERSION 2.0 05/30/89

FOOD AND NUTRITION SERVICE
FOOD STAMP PROGRAM OPERATIONS STUDY DATA ACCESS SYSTEM

PLEASE PREPARE PRINTER

- Make sure your printer is turned on

- Make sure the paper is loaded properly
and positioned to the top of form

Press [P] to Print,
Press [E] to Exit without Printing.
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